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Continued page  24 

I hope everyone 

made the opportu-

nity to read 

“Simplifying your 

Life for the New 

Year,” Parts I and 

II. Part I looked at 

how we could      

improve our overall 

personal lives. That 

led us forward to Part II - our 

home life.  In Part III we will 

streamline our businesses to       

operate at optimum levels. 

You’ll enjoy more wealth and        

happiness in less time, money 

and effort than ever before.  
 

We live in a world of “too 

much.”  We’re bombarded  

everyday with messages to buy, 

consume, collect and need.  This 

leads to clutter and stress.    

Because of that we can’t see 

how we have reached our goals 

o v e r  t h e  m es s  w e ’ v e             

accumulated in our lives.     

Consequently we feel swamped 

and continually pressured trying 

to make the “right” choices.  

Unfortunately, there are too 

many choices to make.  But 

simplifying is like cleaning the 

house, we’re never really      

finished.  Accepting the fact you 

need to look at these areas 

again and again is the first 

step on the path of simplifying.  
 

The solution?  Hans Hofmann, 

an artist who is an acclaimed 

abstract expressionist said,  
 

“The ability to simplify 

means to eliminate the un-

necessary so that the      

necessary may speak.” 
 

The answer is definitely to 

“eliminate the unnecessary.” 

Here are my tips on eliminating 

the unnecessary to simplify your 

work life. 

Toss/File/Act. 

Organization will be a breeze if 

you toss, file, or act on those 

papers immediately.  Use this 

strategy to first tackle the paper 

piles and then any paper that 

enters your office after you get 

it organized. Once you get the 

piles of papers under control, 

keep them under control! 
 

At Close Range. 

To organize the desk, you will 

want to think about what you 

use on a daily basis and keep 

those things within close reach. 

So, organize whatever you need 

to grab often. Warning! Don’t 

keep too much stuff on your 

desk, or you won’t have room to 

move and work. 
 

Avoid Extra Supplies. 

Do not store extra supplies in or 

around your working area. Store 

extra supplies in a cabinet or 

store room. 
  
Out of Sight. 

When you have a big project to 

focus on, the quickest way to do 

that is to clear away the junk 

around you. (Remember Hoff-

man’s mantra?)  Move the     

papers, mugs, notes, and other 

distractions.  Anything you don’t 

need for the project, get it out 

of your line of sight. 
 

The Social Network. 

The computer based social net-

work is one of the greatest    

inventions ever.  But there are 

limitations.  I have made a rule 

to check Facebook, Twitter and 

LinkedIn ONCE in the morning 

while I’m drinking my coffee, 

around 6 am.  Checking it 

throughout the day can be a 

real time siphon.  It’s so 

tempting to check in several 

times a day to laugh and      

connect with your friends.  Don’t 

give in.  Notice how much you 

get accomplished at work when 

you give yourself clear cut 

boundaries. 
 

Reading Material. 

Collect articles you want to read 

from magazines and news-

papers in a folder marked 

"Reading." Take the folder with 

you wherever you go.  Read 

through it while waiting for ap-

pointments, planes, or eating 

lunch alone. 
 

Go Paperless. 

I know this can be a huge task. 

Once you move into it, it can 

really free you up. Mircosoft 

Office has got to be the greatest 

invention ever.  It has every-

thing you need to run a        

productive business.  Also, I 

have my Outlook hooked up to 

my Blackberry so that I can   

receive my contacts, my       

calendar with reminder notices, 

and email messages on my 

phone.  
 

Add Plants. 

Add a few fresh indoor plants in 

your office.  Plants help in    

clutter control and help make 

your office a nice place to work. 
 

Give yourself a break. 

Some days we just don’t have 

the Zen mojo to accomplish 

everything, or even anything. 

Don’t be afraid to put your work 

aside and enjoy some time    

relaxing with friends, family or 

by yourself.  Life awaits you on 

the other side of risk.  Some-

times it’s a risk to do nothing 

and let your energy recharge. 
 

Keep it simple. 

Each day, spend about 10    

minutes keeping the office 

space well organized.  Go 

through the mail and toss, file, 

or act on it.  Throw away things 

or act on it. 
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Simplifying Your Life, cont. page 10 

Throw away things you don’t need at the end of the 

day and reorganize your desk  before you quit    

working.  Write out a “To Do list” at the end of each 

day.  When you walk into your office the next    

morning, you’ll have a handy  reminder list of things 

to work on. 
 

Organizing your office will help you be at your best.  

So, to   increase productivity and keep you on top of 

your game, use these simple tips to keep your  office 

humming along. 

About The Author                          
Sharon Dillard is the award winning CEO of Get A Grip Inc., a national kitchen and 

bathroom resurfacing franchise company based in Albuquerque. 
 

For more information, please call  
505.268.0929  or visit  www.getagripinc.com  

The Coach: Mind Mapping, cont. page 13 

About The Author                                                                    
Ernest F. Oriente, has been a business coach since 1995, the author of SmartMatch 

Alliances and the   founder of PowerHour (www.powerhour.com).  He has a passion for 
coaching his clients on executive leadership, hiring and motivating property management 

SuperStars, traditional and Internet SEO/SEM marketing, competitive sales strategies, 
and high leverage alliances for property management teams and their leaders.  Ernest 

worked for Motorola,   Primedia and is certified in the Xerox sales methodologies.       
Recent interviews and articles have appeared more than 6000 times in business and 

trade publications and in a wide variety of leading magazines and newspapers.                                                                                                                                                                                                                                                                                                                                                             

Contact or subscribe to free newsletter at:                                                       

www.powerhour.com or ernest@powerhour.com 

Remember, Mind Mapping is meant to be fun and 

can be done in large groups, at your next big meeting 

or any time you need to visualize ideas quickly!  

 

events benefiting NAA’s Political Action         

Committee (NAAPAC).  The Golf Challenge will 

provide an excellent opportunity for you and your 

company to network on a unique golf course     

designed by Jack Nicklaus. 

 

The NAA Better Government Fund (BGF), through 

corporate or personal contribution, underwrites 

NAAPAC fundraising, promotional and recruitment 

activities. A strong BGF ensures that both NAA 

and NAA affiliates can meet their fundraising 

goals and continue to have a strong political 

presence on Capitol Hill. 

 

The NAAPAC seeks to support Congressional  

candidates who represent good government and 

understand the needs and concerns of the multi-

family housing industry. Support NAAPAC through 

a sponsorship opportunity or by registering your 

team now.  

 

In addition to the Golf Challenge, NAAPAC will 

host a poker tournament in the Poker Room of 

the Mandalay Bay at 10 p.m., Wednesday,     

June 22. Space is limited to the first 50          

registrants. 

 

For information, contact NAA’s Kathleen 

Youngblood at Kathleen@naahq.org or call   

703-797-0633. 
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